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TM-3 TRAVELER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

REVIEW AMENDED VOUCHER

This document covers the steps for the Traveler to review an Amended Voucher.
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A. REVIEW AMENDED VOUCHER

1. Click the Open Existing Document link on the Document Processing Toolbar on the left
side of the page. The Traveler Listing (Open Document) page will be displayed.

A——p ftﬁelcn
Travel Manager*s.0

Document Preparation
s Trol Traveler Listing (Open Document) Document Search (Open Document)
ndy Traveler
Traveler: Quick Tip Document List
Type ane or more letters of the travelers last name and click
Search. Then, clidethe travelers name to list all documents Ti ‘E
! Open Existing Enter Search Criteria B suthorization 24-ARNS130ZAT 051302 DATA LINK
Document B avthorization 24 AADADTOZAT D072 DATALINK
[REmien e B authorization 24 AADZUDZAT 02102 DATALINK
[ Delete Documents Document Type [ALL <] B i mion 24 AADD0ZAT 014042  CREATED &
[» Cepy Dacumant T Bl voucher 24AADZ10ZAT 02/1102 DATA LINK
Impott Dacuments
[ ime Search Results Prawdl Hestad B voucher 24AADZ110ZAT-A 02102 SISNED
T : =
TRAVELER, ANDT 240-00-0001

2. Select the document created above from the Document Search (Open Document) area
on the right. The Open Document Version page will be displayed.

e
= /_Gelco
Travel Manager*s.0

Reports  Logout  Help. " Document Preparation

Bisae Open Document Version for 24-AA021102AT-1
Andy Traveler @ Alert Fﬂl‘:ﬂ_ﬁ_s Dncumentyuumn.
Traveler: Adjustments have been made to this dooument.
Mota that only the currant version, matked by ™, may be furthar adjustad o routad. | cancel | 0pening Dacument ‘

[> Create 2 Mew Document

¥ Open Existin Document Yersion List e T———————

Document
[> Feview Documents

@AMENDMENT == 02070z A0:41AM ANDY TRAVELER

& R e S @ ORIGINAL 1 03070z 10:31AM Andy Traveler

[ Copy Document

[> Impart Documents

3. Click the Document icon =] for the Amendment **. The Open Document Signature
page will be displayed.
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powwered by /%) ¥ Ico
v . Gelg
ﬁiﬁmm Netiwark” Travé1 Manﬂefﬂ 0
Setup Reports  Logout Help Document Preparation
Uem Open Document Signature
Andy Traveler Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive! Sign | to Reviem Document
Signature for Adjustment | Get| Document as View-Only

[} Create a New Document

Cancel I Opening Document

F Open Existing
Document
[> Review Documents

[> Delete Documents
[} Copy Dosument

[> Impart Decuments

4. Click the Document as View Only button in the ‘For this Document you can:’ area
in the top right. (No signature is required).

5. The Document Summary for Adjustment to Voucher (View Only) page will be
displayed.

Document Preparation

W Document Summary for Adjustment to Voucher 24-AA021102AT-1 (View Onl

AN U Quick Tip For this Document you can:
Traveler: For specific information, olick on a Details link. You can sign and stamp your documant fram the Dosument Status section Gortinue_| Entring bacumant

ANDY TRAVELER Trip Number 1 Close | Cument Document

[ Woucher Travel Autharization o sonnons
24-AADZ110ZAT-A Number
§ Docuimient Siwniany Traveler Detsite 240-00-0001 , ANDY TRAVELER
* Tiip Humber Purpase Deseription TH presentation at JSFC
= Traweler tinerary Detsil= JOHNSON SPACE CTR,TX 02/11/02 - 0213102
+ Hinerary Ticketed Trans Detsils $475.00
= Ticketed Trans Expense Detsils | SHETCERN T BT
FiEitpenses Edit Delete Date npanse Amaunt
= Lorpinginisie 7 0zA11/2002 FARKING 15.00
+ Ageounting I 0212002 PERSONAL CALLS-DOMESTIC 500
» Totals
7 02312002 RENTAL CAR 5350
+ Comments
Total:|108 50

» Document Status

= Perform Pre-Audits Lodging/MEIE Details $251.00

= Preview Document P e ccounting Summary
= Expart Document
= Close Documant 24-AA2 09200000 |a34.50

Tatal: '33450
Q= ENE ST T otals Summary
| Disbursement Type Amount
Amount Claimed 234.60
Mon-Reimbursable Expenses 0.00
Advanee Applied 0.00 =

6. Click the Document Status link, on the Document Processing Toolbar on the left side of
the page, to view the Authorization Status page for the routing list. The document has
been routed to the first person in the routing list.
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pwered by v )
Gale Pee, ——_ 7, Gelco
Informnation Netiverk” Travel Manager*s.0
Setup  Reports  Logout  Help. Document Preparation
Bsie Status for 24-AA021102AT-1 (View Only)
Andy Traveler Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive!

Adjustments Ieo To Adjustments
ANDY TRAVELER
[+ voucher: Back | _continue |

24-AA0Z110ZAT-1

» Document Summary

« Trip Humber Document Routing

» Travelar

= ltinarary Org Approver MGT REVIEMED 1EI

» Ticketed Trane Travel Officelesk AUDIT 20
Trawel OfficeFint DISBURSE a0

+ Expenses

+ Lodgina/M&IE

s Document History This is the status history for this documend
+ Accounting
A, b aterTime
St 02/07/02 10:415M EST Andy Travalar
« Commants 02/07/02 10:58AM EST SIGNED Andy Traveler

 Document Status

7. Click the Close Document link, on the Document Processing Toolbar on the left side of
the page, to close the document.

NOTE

All Lodging receipt(s), Registration receipt(s) and any one (1) expense over $75.00 claimed,
including any backup documentation, must be sent to the travel office for retention and audit
purposes.

When the document has been reviewed/approved by the Travel Olffice and interfaced with the
financial system, an e-mail message will be sent to the Traveler indicating that funds will be
available within 5 days if paid by Electronic Funds Transfer (EFT).

Preparer will print page 1 of Traveler’s Voucher, mark out SSN, attach applicable receipts
and back-up documentation, and forward to Travel Olffice.
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